
Job Description 
Job Title:  Day Camp Registrar 

(seasonal) 
 

PT 25- 30 hours per w 
 
 

Job Summary:   
The Day Camp Registrar of the MJCC is a part-time seasonal position that will fulfill numerous secretarial 
and administrative functions.  The Registrar performs complex clerical and technical duties in support of 
MJCC Summer Day Camp operations including registration, communication, correspondence, and records 
maintenance. This position is responsible for the smooth operation summer camp registration and acts as a 
direct liaison between parents and camp in regards to camp registration.  The Day Camp Registrar is 
overseen by the Sports, Recreation and Camps Manager and directly reports to the Day Camp Office 
Manager.  

 
Skill: Strong skill in data entry and records maintenance; strong skill in the use of MS Office software 
including Word, Excel, and Power Point; strong skills in time management and organization; skill in the use 
of Photoshop software; skill in the use of modern office equipment including personal computers and multi-
line telephone systems; skill in basic arithmetic, English, spelling and grammar.  
 
Ability: Ability to effectively manage multiple priorities; ability to project a positive, professional image; 
ability to communicate effectively with others, both orally and in writing; ability to remain calm and use 
good judgment in confrontation or difficult interactions; ability to understand, follow and implement oral 
and/or written policies, procedures, and instructions; ability to perform a wide variety of duties and 
responsibilities with accuracy and speed under the pressure of time-sensitive deadlines; ability to identify, 
learn and use safe working practices; ability to work effectively with co-workers in a diverse workforce; 
ability to respond appropriately to questions/concerns from other employees and the public; ability to work 
independently and make decisions within established procedures.  
 
Knowledge: Knowledge of modern office methods and procedures; knowledge of database systems; 
knowledge of MS Office applications; knowledge of customer service practices and techniques; knowledge 
of electronic social media including Facebook and Twitter; some knowledge of basic bookkeeping 
techniques and practices. 
 
QUALIFICATIONS: Any combination of experience and training is qualifying that demonstrates the ability to 
perform the duties of the position. This would typically include:  

 One year responsible administrative support experience that includes the use of database systems, 
records maintenance and journey-level office support.  

 Responsible experience providing customer assistance in an office setting.  
 Must be certified in CPR/First Aid or obtain before the first day of camp. 
 Ability to pass a fingerprint background check.  

 
Typical Examples of Work:  (These examples represent the essential functions of the position.  They are not, 
however, inclusive of all the duties the position may be assigned to perform.) 

 Be familiar with, abide by, and enforce the personnel, safety and program policies of camp. 
 Process camp registrations and camper paperwork. Send email confirmations and schedules to 

enrolled campers for upcoming weeks. 
 Send updates, notifications, and other correspondence to camp families via email. 
 Answer customer questions and inquiries by email and phone. 
 Maintain systems for camp files and record keeping. 



 With Camp Manager and Lead, coordinate and oversee internal Day Camp paperwork and 
communications. 

 Oversee and manage paperwork flow between Day Camp Office and other MJCC departments, 
including accounting, membership, and facilities. 

 With Camp Manger and Camp Lead, aid in compiling resources for other camp administrators.  
 Logistical and program responsibilities as necessary. 
 Miscellaneous secretarial responsibilities as necessary. 
 Attend or participate in camp wide registration events.  

 
PHYSICAL REQUIREMENTS OF THE POSITION  
Duties are primarily performed in an office environment while sitting at a desk and working at a 
computer terminal, but may require the ability to move throughout the campus to attend to camp 
issues as they arise. The flow of work and character of duties involve normal mental and visual 
attention much or all of the time, as well clear verbal communication. Frequent focus on a 
computer screen is required. This position requires daily precise control of fingers and hand 
movements while operating computer keyboard, telephone and standard office equipment.  
 
 


